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| Outline of On-The-Jo¥f Training for
, 5 April 1

STATINTL

I. Overall Progrem concepp, development and administration;
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II. Forms Management, Repcris Management...,.

1II. Correspondence Mansgement, Mail Manage-
ment and Document Control ....ccvvcveces

1:30 PM 18 April
9100 AM 19 April

9100 AN 20 April
Iv. hwrd. ni‘w.ition 4es0200R8 000000000

V. Filing Systems, Equipment, Classificati
m., and Vital Records ...cccesvcenses

1:30 PX 21 Apri)

9:00 AM 22 April

VI. Archives snd Records Center Operations.. ALL DAY 25 April
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